Allocating Hours to Projects

In STATS (TimeForce)

Once Employee log on to STATEneForceyia link,https://gvistats.vi.gov/Timeforceii/Login.nd¢he
time card opens. To allocate hoursdpecific projects,lick Spreadsheet Hours Entigption.

Time Caro SwpLovEE

WY SCREEnN I

a In/Out In Logout I i

- Time Card

- @ § © status: Active | Clear Fiter Current Status You are Clacke:

Eror st e e o
Sunday 9/30/2018 to saumay 101372018 * > I

Doy I -m-—-m- Fﬂ -ﬁz-
In DSﬂDAM-‘OSMAMA‘OBDBAMA‘OEDOAM-
Out 05:00 PM « 05:00 PM » * 05:00 PM » =
n
out
Punch Errors ML ML ML Mp
Lunch Deductions 1.00 1.00 1.00
L . L L
Total Hours 0.00 0.00 0.00
O TR e
REG 8.00 8.00 8.00 8.00 32.00
HOL 8.00 8.00
‘Grand Totals

Start 08:00 AM ~ 08:00 AM  0S:00 AM | 08:00 AM | 08:00 AM 08:00 AM ~ 0B:00 AM  0S:00 AM = 0S:00 AM  08:00 AM
End 05:00 PM  05:00PM  0S:00PM | 05:00 PM | 0S5:00 PM 05:00PM  05:00PM  O5:00PM  0S:00PM  05:00 PM
Total Scheduled Hours  0.00 9.00 9.00 9.00 9.00 9.00 0.00 0.00 9.00 9.00 9.00 9.00 9.00 0.00 90.00

As "Agency Head" | hereby certify thal all time entries in this report represent a true statement of the wark hours for employees of this department/agency | therefore autherize the
Department of Finance to compute and pay the total cost of payroll, to include overtime, since | have certified that these charges will not exceed the allotted amount for personnel
related costs.

« 8/30/2018 1011312018
Employee
Supervisorl
] Supervisorz

| Supervisor3

Next dick plus sign buttoto add rows for hours breakdown to assign a project for dalobk oftime.
Enter amount of hours and Start Time for segment of hours worked.

Time Caro EmMPLOYEE

My ScrReen

wel Hours Enlry
Employee TECH, QQEST (100001) v | @ §O @ Status: Active | Clear Filler | Current Status: You are Clocked IN

preadsheet Hours Entry

In this screen you can create, edit. or delete hours. When finished click the save button

Start Time Overtime Pay Code Shift Premium Pay Code L4
Department ”w Hours Detail v Job ” Task v Notes Ed

*_ Sunday 9/30/2018

Save Hours  Start Time  Base Pay Code Overtime Pay Code $hift Premium Pay Code Department  Job Task

Save Hours  Start Time  Base Pay Code Ovenlma Pay Code $hift Premlum Pay Code Department ob
2.0000 [0100 | AM ¥ | Regular - v No DepartmentDPW- Highway Engineering DPW FWO053 TROPICAL STORM OTTi
2.0000 [0300 || AM r | Regular 2 - v |Add No DepartmentDPW- Highway Engineering DPW- FWB50 VETERANS DRIVE (A34-
20000 [0B00 | AM v | Regular v v v |Add No DepartmentDPW- Highway Engineering DPW- FG161 CLIFTON HILL (75-004)

Regular . B v |Add No DepartmentDPW- Highway Engineering DPW- FWE50 VETERANS DRIVE (A34-

Base Pay Code Overtime Pay Code Shift Premium Pay Code Department  Job
80000 [0B00 | AM v | Regular v * | 08.00-17:00 No Lunch v |Add No DeparimentNo Job v
v | AM v | Regular . . + |Add No DepartmentNo Job v
Save Hours sun 11m¢ Bne Puy Code Overtime Pay Code Shift Premlmn Pay Code Dapnmm .Ioh Task
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https://gvistats.vi.gov/Timeforceii/Login.net

Next clickNo Jobin Job column and seleEXtPW¢ Highway Engineering

Foed e L Al I—FUFHI BN P B D B W 1 IIHI I'I'l'!-l"r o | Iall e S | 0 Ia ) | L' |

]
v Add No DepartmentDPW- Highway Engineering DPW- F

Premium Pay Code Department Job Task

v |Add No DepartmentNo Job 2

v |Add No DepartmentNo Job 2
v |Add No DepartmentNo Job v

Time Caro || My Screen | EmpLOYEE

: y adtsheet Hours Enlry Pr
Employee | TECH, QQEST (100001) » @ §> @ Status: Active | Clear Fiter | Current Status: You are Clocked Ih

Spreadsheet Hours Entry

In this screen you can create, edtt, or delete hours. When finished click the save button

Options.
Start Time L Overtime Pay Code L Shift # Premium Pay Code C
Department w Hours Detail ” Job Ed Task ks Notes v

Save

* Sunday 9/30/2018
Save Hours  Start Time  Base Pay Code Overtime Pay Code Shift Premium Pay Code Department  Job Task
*Monday 1011/2018
Save Hours  Start Time  Base Pay Code Overtime Pay Code Shift Premium Pay Code Department  Job Task
2.0000 |0100 || AM v | Regular v v v |Add No DepartmentDPW- Highway Engineering| DPW- FW053 TROPICAL STORM OT
20000 |0300 || AM v |Regular . v v |Add No DepartmentDPW- Highway Engineering DPVW- FWB50 VETERANS DRIVE (A2
20000 [o800 | AM v Regular - v v |Add No DepartmentDPW- Highway Engineering DPW- F6161 CLIFTON HILL (75-004)
20000 [10:00 | AM ¢ | Regular v v v Add No DepartmentDPW- Highway Engineering DPW- FW850 VE TERANS DRIVE (A3
Save Hours  Start Time  Base Pay Code Overtime Pay Code Shift Premium Pay Code Department  Job Task
¥ 80000 [0800 | AM » Ragular . v  [Add No DepartmentDPW- Highway Engineering DPVW- FW191 TROPICAL STORM OT
v I AM » | Regular . v  [Add No DepartmentNo Job v
e viow e
Save Hours  Start Time  Base Pay Code Overtime Pay Code Shift Premium Pay Code nt oo i
¥ 8.0000 (0800 | AM v Regular b v + /Add No Department L DPNR - Fish And Wildiife [4]
L DPNR - Historic Preservation [5]
LOPNR - Libraries 8] |
Save Hours  Start Time  Base Pay Code Overtime Pay Code Shift Premium Pay Code Department - DPNR - Permits [3] i
# 80000 [0300 || AM » |Regular G ¥ v |Add Me Department tegg-[“ﬂ""” Engineering [17]
|
Save Hours  Start Time  Base Pay Code Overtime Pay Code Shift Premium Pay Code Department i
_Saturday 10/6/2018 I
Save Hours  Start Time  Base Pay Code QOvertime Pay Code Shift Premium Pay Code Department H
|

Save Hours  Start Time  Base Pay Code QOvertime Pay Code Shift Premium Pay Code Department

N
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Next select dowrarrow for Taskcolumn and select the appropriate project.

T(100001) » @ §O @ Status: Active | Clear Fitsr Current Status: You are Clocked IN

te, edit, or delete hours. When finished chick the save button.

~

Overtime Pay Code v Shift £4 Premium Pay Code L4
Hours Detail ] Job + Task L2 Notes. @

~

J - y 018 to Saturday 10/13/2018 > >

ne  Base Pay Code Overtime Pay Code Shift Premium Pay Code Department  Job Task N
- O O _________________|
ne  Base Pay Code Overtime Pay Code Shift Premium Pay Code Department  Job Task 1
AM v | Regular v v v Add No DepartmentDPW- Highway Engineering DPW- FW053 TROPICAL STORM OTTO (1) v
M v | Regular v v v |Add No DepartmentDPW- Highway Engineering DPW- FWE50 VETERANS DRIVE (A34-1) .
M » | Regular v v » |Add No DepartmentDPW- Highway Enginesring DPW- FG161 CLIFTON HILL (75-004) v
M v | Regular v v v Add No DepartmentDPW- Highway Engineering| DP\W- FW650 VETERANS DRIVE (A34-1) v
O _________________|
ne  Base Pay Code Overtime Pay Code Shift Premium Pay Code Department  Job Task 1
M v | Regular v v v Add No DepartmentDPW- Highway Engineering DPW- FW191 TROPICAL STORM OTTO(10-004) v
\M v | Ragular N v v [add No DepartmentDPW- Highway ing| .| |
ne  Base Pay Code Overtime Pay Code Shift Premium Pay Code Department  Job Task 1
AM v | Regular v v v [Add No DepartmentNo Job v

b _ |
ne Base Pay Code Overtime Pay Code Shift Premium Pay Code Department  Job Task 1
AM v | Regqular v v v Add No DepartmentNa Job v

Base Pay Code Overtime Pay Code Shift Premium Pay Code Department  Job Task

ne Base Pay Code Overtime Pay Code Shift Premium Pay Code Department  Job Task

ne Base Pay Code Overtime Pay Code Shift Premium Pay Code Department  Job Task

h y OS vekéngaeted assignment of hours to projectigicSavebutton.

w
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